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Electronic Case Files System

User’'sManual
(Last revision: March 2003)

Getting Started

Introduction

Thismanua provides indructions on how to use the Electronic Filing System to file documents
with the court, or to view and retrieve docket sheets and documents for al cases assigned to
this system. Users should have a working knowledge of Netscape and Adobe Acrobat.

Help Desk

Contact the Court’ s Help Desk between the hours of 8:00 A.M. and 5:00 P. M.,
Monday through Friday, if you need assstance usng ECF.

Toll FreeHelp Desk —Mobile & Selma 1-800-622-9392
OR
E-mail: efile_information@al sd.uscourts.gov

efile_support@alsd.uscourts.gov

ECF System Capabilities

The dectronic filing system allows registered participants with Internet accounts and
Netscape software to perform the following functions:

Open the Court’ s web page
View or download the most recent version of the User’s Manua
Sdf-train on aweb-based ECF Tutorid

Prectice entering pleadings into ECF using a“training” database that is
gmilar to the officid live ECF database

Electronicaly file pleadings and documentsin actud (“live’) cases
View official docket sheets and documents associated with cases

View various reports for cases that were filed eectronicaly
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Requirements
Hardware and Software Requirements

The hardware and software needed to eectronicdly file, view and retrieve case
documents are the following:

A persond computer running a standard platform such as Windows,
Windows 95 or Macintosh

An Internet provider using Point to Point Protocol (PPP)

Netscape Navigator software version 4.5, 4.7 or 4.76 and Internet
Explorer 5.5.

Software, such as Adobe Acrobat Writer or pdfFactory, to convert
documents from aword processor format to portable document formeat

(PDF).

A scanner to transmit documents that are not in your word processng
system. Note: Thiswould only be used for documentsthat cannot
be produced eectronically. Scanned documents lessen the level
of service we provide by slowing down the entire system. Weare
moving away from the utilization of scanned documentsinside the
Court and are asking you to do the same when possible.

* Due to security, asession can only be established using Netscape Navigator
4.5, 4.7 or 4.76 and Internet Explorer 5.5. DO NOT USE AmericaOn
Line sverson of Netscape Navigator, or aversion of Netscape Navigator
lower than 4.5. Use more current versions of Netscape and |E at your own
rsk.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query and
Report features of the ECF system. If you do not have a PACER login, contact the
PACER Service Center to establish an account. Y ou may cal the PACER Service
Center at (800) 676-6856 or (210) 301-6440 for information or to register for an
account. Also, you may register for PACER online at http://pacer.psc.uscourts.gov.
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Registering for Access to ECF

Participants will need to register with the courts to receive alogin and password for the
CM/ECF system. Regigtration forms can be obtained on our web Site at
http://Amww.al s.uscourts.gov or by caling the court.

Completed regidration forms should be mailed to:

United States Didtrict Court
Southern Didtrict of Alabama
Attn: ECF Attorney Regidration
113 St. Joseph Street

Mobile, AL 36602

Or faxed to: 251-694-4673

Once an account has been established, your login and password will be sent to you by
the Office of the Clerk by regular, firs-dass mail.

Regigtered users can vigit atraining verson of the systemn on the Internet at https./ecf-
train.asd.uscourts.gov to practice ECF activities. We strongly recommend that
registered users practice in the “training” ECF database before filing documents in the
“live” ECF database.
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Preparation

Setting Up the Acrobat PDF Reader
Users must set up Adobe’ s Acrobat Reader software in order to view documents that
have been dectronicdly filed on the system. All pleadings must be filed in PDF format.

When ingaling this product, plesse review and follow Adobe s directionsto utilize
Acrobat Reader after ingtallation.

Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court using
the ECF system. Before sending the file to the court, users should preview the PDF
formatted document to ensure that it gppearsin its entirety and in the proper format.
How to View a PDF File
Start the Adobe Acrobat program.
Go to the File menu and choose Open.

Click on the location and file name of the document to be viewed.

If the designated location is correct, and thefileisin PDF format,
Adobe Acrobat Exchange loads the file and displaysit on the screen.

If the displayed document is larger than the screen or conssts of
multiple pages, use the scroll bars to move through the document.

Click on the View menu for other options for viewing the displayed
document. Choose the option that is most appropriate for the
document.

How to Convert Documents to PDF Format

Y ou mugt convert dl of your documents to PDF format before submitting them to the
Court’s Electronic Case Filing (ECF) system. The conversion process requires specid
software such as Adobe Acrobat Writer or FinePrint pdfFactory. WordPerfect
versons 9 and 10 have Acrobat Writer built-in and can aso be used to convert
documents to PDF.
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Using any word processing program:
Install Acrobat Writer or FinePrint pdfFactory on your computer

Open the document to be converted

Sdlect the [Print ] option (generdly found in the Fle menu) and in the
dialog box select the option to change the current printer. A drop down
menu with alist of printer choicesis displayed.

Select Adobe PDFWriter, FinePrint pdfFactory, or Publish to PDF
from within your word processing software.

“Print” thefile. The file should not actudly print out; insteed the option
to save the file as a PDF format file appears.

Save PDF File As 21 x|

Savein: | ‘= PDF files <] & & cf B

File name: IEEF Manual pdf Save I
Save az ype: IF'DF files [.PDF) LI Cancel |

Edit Dacument Infa. | [ “Yiew FDF File

Make anote of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary by
clicking inthe“Savein” area of the window.

Name thefile, giving it the extenson .PDF and dlick the [Save] button.
Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe

PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
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computer to see these choices listed.

Basics

User Interactions

There are three genera types of user interactions alowed by the system:
Entering information in data fidds
Using command buttons to direct system activities

Mouse-dicking on hyperlinks

Conventions used in this Manual:

Datato be entered by the user is shown enclosed in angle brackets: <data to be
entered>.

Command buttons are represented in thismanua in [bracketed boldface
type].

Hyperlinks are represented in under lined boldface type.

Documents Filed In Error

A document incorrectly filed in a case may result from a) posting the wrong PDF file to
adocket entry; b) selecting the wrong document type from the menu; or c) entering the
wrong case number and not discovering the error before completing the transaction.

To request a correction, telephone:

Toll Free Help Desk - Mobile 1-800-622-9392
as soon as possible after an error is discovered. Y ou will need to provide the case and
document numbers for the document requiring correction. If appropriate, the court will
make an entry indicating that the document was filed in error. 'Y ou will be advised if

you need to re-file the document. The ECF system does not permit you to change the
misfiled document(s) or incorrect docket entry after the transaction has been accepted.

Viewing Transaction Log
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Thisfeature, selected from the Utilities menu dlows you to review dl transactions ECF
has processed with your login and password. 1f you believe or suspect someoneis
using your login and password without your permission, change your passwvord
immediately, then tdlephone the Court’s Help Desk (see p. 2) as soon as possible.

User’s Manual

Y ou can download or view the most recent version of the ECF User’s Manud (in PDF
format) from the Didtrict Court’ sweb page. Enter http://www.as.uscourts.gov, when
the court’ s web page opens, click on the CM/ECEF - Electronic Case Filing

hyperlink.
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A Step-By-Step Guide
Below is a step-by-step guide for entering the system, preparing a document for filing, filing a
motion or gpplication, and displaying a docket sheet. We suggest that you go through the steps
on the training data base before trying to actudly file a document.
How to Access the System

Users can get into the system via the Internet by going to

https://ecf.als.uscourts.gov

Or, you may go to the Southern Digtrict of Alabama s Web site at
www.als.uscourts.gov and click on the CM/ECEF - Electronic Case Filing hyperlink.

Click on Southern Didrict of Alabama-E-Filing System to open the login screen
and login to ECF.

Users can accessthe Training Database by going to

https://ecf-tr ain.als.uscour ts.qov
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Logging In

The next screen isthe login screen.

ECF/PACER Login

Motice
Tho i3 2 Rerorioed Weh 5oe for Offcial Cowt Buaness mly, Unauthonzed eoy @ fooibed and
subject to prosecution under Tide 18 of the .5 Code. AL achvifies and access sttempts ane logged

Instructions

Enter yrr BDF Jogn and password for ele ciromoe fing, capabikies. 1E wou do ook need

cagahiiies, enber your FPACER login and pagswwoed [Esou do st have & PACER logn, coibact the
PACER Sermce Cenber in sstsblish an accouni. ¥ oa may reguster oolne af

hittp pacer pee ugcourts pew o call he PACER Bervice Conber ot (200 4T6-6E56 o [210]
301-4440

Io the Briure an access e of $.07 per page, a5 approwed by the Judicsl Confecence of the Unded
Stabes atits Bepbemkeer 1998 seasion, wil be asaessed for access to s gemice. Allinqunes wall be
charged to youx PACER accoxt. 1E you do not oeed Hing capabitbes, soter yoxr FACER lopo and
pragword The Client code = prosaded to the PACER waer & a means of tracling transactions by
clent. Ther ode can beogp to Hurty fwo slphanumene characters long.

Puthopticadion
Login
Paz=yeond

dlier code: |

vl

Logn | e |

CAHECT far been frsted awd works correctly with Nelscape £ tc and £ 75

Enter your ECF Login and Password in the appropriate data entry fields. All ECF login
names and passwords are case sengtive.

Note: Useyour ECF login and password if you are entering the sysemtofilea
pleading or to maintain your account. If you only wish to enter ECF to query
the database for case information or to view a document, enter your PACER
login and password. Beginning July 2002 you will be charged afeeto view
ECF case dockets and documents.

Verify that you have entered your ECF login and password correctly. If not, click on
the [Clear] button to erase the Login and Password entries and re-enter the correct
information. After you enter the correct login and password information, click on the
[Login] button to transmit your user information to the ECF system.

$ If the ECF system does not recognize your login and password, it will display
the following error message on anew screen.

Login failed either your login name or key isincorrect

-
$ Click onthe [Back]  Back . button in your browser and re-enter your correct
login and password.
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Once the Main M enu appears, choose from alist of hyperlinked options on the top bar.

B ALS Dicknic Veraaen 10 Tiais - Betceps

Fin Edil Wew o Conmuncalor fHep |
< & 3 A 2 @A o4 A A @
Aok Ik etz Balinet BRI SV TR L) e I
aif " Orckmarks b Locatiors [Fams- 171551240 B2 19000 o b ioginn P2 PIEREADB PG5 L_11_(H =] & whats skt

O Ecrls B ECF i (5] FCFTent S CM/ECFHoma S TTSD0 (3] abet S alSERT

Repiais - LItiitias . gt

.5, Dristrict Conrt
Sewthen Distrdct of Alabama - Distedot Version 1

Oificial Court Electronie Thocurment Filing System

This mezeage is comtained invhe fle OpsrationMotics. him
¥oumay used this fle te alert users o cereat CRYECE operational isswes.

T faciiity is jor CPcned Conrt Suseees oniy, Acivrir fa ang from der e ie Spprd, Decnomen? fifegr cw e gefem are subiect e Fedensd Rule of Ol Procedre 1
Evaatewce of waantarted ar cristnad actreiy will b forwarded fo Lhe approprnrte daw eyfircesent gficin's

Wiilcames to the ULE Digteict Cont for the Smatkore Dintece g Afabee s - Didrct Fersmon { Slectrewic Oaruseert Fifeg Setere. This page i o the e by eitorsgws aed firees
pearticiperting fr the slecireis fAlag system, The most roce st vevaod of the Mucrape deowaer aud the Adoia POF readee can be abioned by sobietivg the NMescape/POR

piinge apdion kted haiow,

Fou shanld Becowe_feamar with the noreipmtional cap ahiidior of vour Motsrape broewer, Mol srrees &gl i Lk pefe are ol bo previde o seall bop frame for Nefecape
Seview Jetmape's frome capatuityr for mew aavigaion s

Biererapal PO Sherines |
A== Dot Do O o Y
msr-n[ I:Iu.p'nh.-lnl-hu |Ewm5-nmm.| l_'|5|:w.umm.u= | Eﬂ_’; Dastrhod Vistsion 1';9“!-% f‘i‘@" AN

Note: Thedate you last logged into the system appears at the bottom Ieft corner of this
screen. 'Y ou should review thisinformation each time you login for security reasons. |If
you believe your last login date and time are incorrect, or suspect an unauthorized party
isusing your login and password, please telephone the court’s Help Desk (seep. 2) as
soon as possible.

Selecting ECF Features

ECF provides the following festures that are accessble from the Blue menu bar at the top of the

opening screen.

Civil- Sdect Civil to dectronicaly filedl civil case pleadings, motions, and other
court documents.

Criminal- Sdect Crimind to dectronicdly filedl crimind case pleadings, motions, and

Query- Query ECF by specific case number, party name, or nature of suit to retrieve
documents that are relevant to the case. Y ou must login to PACER before you
can query ECF.
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Reports- Choose Reports to retrieve docket sheets and cases-filed reports. Y ou must
login to PACER before you can view an ECF report.

Utilities- View your persona ECF transaction log and maintain personal ECF account
information in the Utilities area of ECF.

L ogout - Allows you to exit from ECF and prevents further filing with your password until
the next time you log in.

Civil Events Feature
Regigtered filers will use the Civil festure of ECF to dectronically saf-file and docket with the Court a
variety of pleadings and other documents for civil cases. Seethelist of ECF documents at the back of
thismanual. This section of the manual describes the basic steps that you need to take in order to filea
single motion with the Court. The processis consistent regardless of the event.
General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

M clearsall characters entered in the box(es) on that screen.

Next | or _2ubrmit |acceptstheentryjust made and displaysthe

next entry screen, if any.

Correcting a mistake:

-

< »® A4 4 2 W o$ A 3

Back Forward  Reload Hame Search  Metscape Frint Security S-top

Usethe ! Back " putton on the Netscape toolbar to go back and correct an entry made
on a previous screen. However, once the documert is transmitted to the court, only the

court can make changes or corrections.

Signatures; Affidavits of Service

Documents which must contain origina sSgnatures or which require ether verification or
an unsworn declaration under any rule or satute, shdl be filed eectronicaly with
originally executed copies maintained by the filer. The pleadings or other documents
eectronicdly filed shdl indicate asgnature, eg., “sJane Doe.”

In the case of a dtipulation or other document to be signed by two or more persons, the
following procedure should be used:

Documents requiring Signatures of more than one party shdl be filed either by submitting
a scanned document containing all necessary signatures; by representing the consent of
the other parties on the document; or by filing the document identifying the parties
whose signatures are required and by the submission of a notice of endorsement by the
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other parties no later than three business days after filing. Please see FORM F in the
forms section of the Administrative Proceduresfor a sample Notice of

Endor sement. Thefiling party or attorney shal retain the hardcopy of the document
containing the original Sgnatures for two (2) years after find resolution of the action,
induding final dispogtion of dl gppeds.

Filing a Civil Complaint

The Court will accept complaints sent by e-mail, sent by U. S. Mail, or delivered in person to
the Clerk's office. If you e-mail your complaint, it must be in PDF format and sent to one of the
following addresses:

efile_newcases@al sd.uscourts.gov

Present the Clerk’ s office with a Civil Cover Sheet (JS-44c) and the complaint which lisgs the
case party information and a check, money order or credit card in the amount of $150.00, OR
e-mal the civil cover sheet, complaint and pay the filing fee over the phone by credit card.

A complaint recaived by the Clerk’ s Office before 2 p.m. will be filed and placed on the System
that day; a complaint recelved after 2 p.m. will be considered filed thet day, but will be
uploaded to the System no later than 4:45 p.m. on the next regular business day.

Filing Documents for Civil Cases
There are eight basic sepsinvolved in filing a document:

1) Sdlect the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document isto befiled;

3) Desgnate the party(s) filing the document;

4) Specify the PDF file name and location for the document to befiled.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary

7) Submit the pleading to ECF

8) Receive natification of dectronic filing
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After successfully logaing into ECF, follow these steps to file a pleading.

1. Select the type of document to file
Sdlect Civil_ from the blue menu ber &t the top of the ECF screen. The Civil Event window
opens displaying dl of the events from which you may choose for your filing.  This section
of the User's Manua describes the process for filingaM otion in ECF. The processis
gamilar for filing other pleadingsin ECF.

Click on Motions, under Motions and Related Filings

Criminal Query
Civil Events
Initial Pleadings and Service {Jther Filings
Complants and Other Intiatine Documents ADE Documents
service of Process Motices
Answers to Complaints Tral Documents
Cither Answers LAppeal Documents

Cither Documents

MMotions and Related Filings
Idotions
Fesponses and Eeplies

The Motions screen gppears and digplays a motion selection field with a scroll bar next to
it. Scrall through the menu until you find the type of motion or application you wish to file.

Criminal

Motions

Leave =]

Mliscellaneous Relief
Mew Trial
Fermanent [njunction
iPrelrminary [njunction
Fals -

Froceed In FNma Pauperis

Ntective Clafer
Reassign Case |

Mext I Clear I

For demonstration purposes, highlight Preliminary Injunction and click on [Next].
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Note: To sdect more than one motion, press and hold down theCtrl key, and click oneach
of the desred multiple forms of rdlief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case for
which you are filing amation and click on [Next].

Criminal . Query Reports

Motions

Case Number

"Z'D‘ 101 99-12345, 1:09-cv-12345, 1-99-cv-12345, 99cvl1 2345, or 1 99evl2345

Mext I Clear I

If the number is entered incorrectly, click M to re-enter. If the computer prompts

EHIE |to re-enter.

that you entered an invalid case number, click on

When the case number is correct, click on et

3. Designate the party(s) filing the document

Criminal Query

Motions
200-cw-00101 Solich v. Stoops

If the name of the filer does not appear below click on Add/Create New Party.

Select the Party:

Frank Solich [Plaintiff] & AddiCreate Mew Party
Bob Stoops [Defendant]

Mext| _Clear] &

Highlight the name of the party or partiesfor whom you arefiling the maotion. If you represent
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al defendants or dl plaintiffs you may sdect the entire group by holding down the control key
while pointing and dicking on each party of the group

After highlighting the parties to the mation, dlick on the[Next] button.

Note: If your party does not gppear, see the section of this manud titled Add/Create New
Party.

4. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
M otions screendepicted below. ECF displaysafied for locating and entering the PDF file of
the document (pleading) you arefiling in ECF.

Note: Itisimperativethat you attach an dectronic copy of theactud pleading when prompted
by the system. All documents that you intend to filein ECFMUST residein PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

Criminal

Motions
B:00-cw-00101 Scheh v Stoops

=Select th;[pdf document (for example: CA19%cw501-21 pdf).

Filename

" Browse... |
Attachments to Document: & Mo © Yes

Mext I Clear |

Click on the [Browse] button. ECF opens the following screen.
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File Upload BEE

Losk i | 3 FOF Files -~ i

Filz namme: I Open

Filez of wpe: |HTML File= j Cancel |
L
*

Change the Files of type from:

Files of type:  [HTML Files

to:

M
Files of type:

Navigate to the appropriate directory and file name to select the PDF document you
wishtofile

Highlight the file to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdected. Y ou should view it to verify that it is the correct document.

File Upload
Laok jn: | ‘=3 PDF Files =] |

i {00cw1 01 mation

Select

Prirt ! !

gfl AddtoZip

e ama

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button. ECF closes the File Upload screen and inserts the PDF file name and

location in the M otions screen.
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Criminal

Motions
B:00-cw-00101 Schch v Stoops

=elect the pdf document (for example: CA19%9cy301-21 pdf).

Filename

IC:"-.H;:,F Docuwentsh PDF Filesh0OOocwiDimo | Browse...

Attachments to Document: ® o & Yes

Mewxt Clear

K

If there are no attachments to the mation, click on[Next]. A new M otions window
opens. Go to Section 6, “ M odifying Docket Text,” to proceed with your filing.

If you have Attachments to your motion, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 5, “ Adding Attachments
to Documents Being Filed”.

In the event you sdected and highlighted afile that is not in PDF format, ECF will display the
following error message after you click on the [Next] button.

CQuery . Reports . Ltilities

BICH etalv. ARTENE ACEERM AT et al

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failureto Select A Document to File
If you fail to select a document to file with your pleading, ECF will display the error message
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depicted below.

ecl-train.ned uscourts_gov - [JavaScript Application]

,n"'r! E Mate: You have naot selected a document,

If you dick [OK] from the screen depicted above ECF will return you to the M otions
screen. Y ou cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed

If you acknowledged the need to attach documentsto your motion during the previous step, a
new Motions screen appears.

Criminal + # Reports + unilities ' Logouk

Motions

2:00-cw-00101 Salich v Steops

Salect one or more attachments.
1 Eater the paf document that contams attachment (for sscample. 2 eppendoe pdf)
Filename

[ Browse...

At por aptica, 2elect a dacunent type andise enter a deacription
Type Desgeription

I =]

3] fudd the Blenarne teo the Lat l::-l:}_c below. IE you have mede atacheeents, go back ta Step 1. Whet the st of ilenatmes iz corplete, chicke o6 the Mest buttan

: Add to Lt |
| Femova from List |
Mexl |

Click on [Browse] to search for the document file name of the attachment.

Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdlection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to List].

CM/ECF User’'s Manual (March 2003) 20 Southern District of Alabama




ECF adds the selected document as an attachment to the pleading. A new Motions screen
opensto display the file name of the newly attached document.

I Selort one s more abtes besents
1) Enter the pdf doroment that comtang attachmest for example Clappendie pdf)
Ei

|-'T' iy Ponasencsirecla=sify guidelin

21 fut your opbion, select a document type andor enter 2 description

Type Descriptian
< —] [

31 fudd the Hename o the list b be low. T weu hewe more atachaoeny, go back o Srep 1 When the bt of Blenames is complete, cliok on the Hex bumen

d [y Eocuramavecksty_gudeia_m_simmons pil =] ek b List
B Remue fror Lest

|t |
Repeat the sequence for each additiona attachment.
After adding all of the desired PDF documents as attachments, click on [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be crested and filed dectronically and when scanned
are greater than 2MB in Sze, can be submitted in paper format. Present the entire pleading
with attachments to the clerk’s office for handling.

Note: For moderate length paper attachments, consider dividing them into two or more
gmdler attachments, scanning, and filing them dectronicaly.

6. Modify docket text

Criminal . Query . Reports . Utilities

Motions
B:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.

/W ~ | 11O TION for Preliminary Injunction | on behalf of Plaintiff Frank
Solich {attorney2, )

Mext | Clear |

5
Click on the button shown here to open a modifier drop-down ligt. Sdect amodifier if

appropriate.
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Criminal Query Reports Utilities

Motions
B:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.
'I MOTION for Preliminary Injunction ! on hehalf of Plaintiff Frank

—

First

Third
JFourth

Fifth

Sixth
Seventh
Eighth
Minth
Tenth
Arnended
Consent
Counter
Cross
Ermergency
Endorsed
Ex Pare
Final
Interim B

Click in the open text areato type additiona text for the description of the pleading.

Criminal Query Reports . Utilities

Motions
2:00-cv-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.

|Secund '! MOTION for Preliminary Injunction [to cease and desist frow| on hehalf of Plaintiff Frank
Solich (attorney2, )

Nexti Cleari

7. Submit the pleading.

Click on the [Next] button. A new M otions window agppearswith the complete text for
the docket report.

Review the docket text and correct any errors. |f you need to modify dataon aprevious
-

screen, click the - Back  putton on the Netscape toolbar to find the screen you wish to

dter.
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Criminal . Query . Reports . utilities

S.00-cv-00101 Solichv. Stoops

Docket Text: Final Text

Third MOTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf
of Plaintiff Frank Solich {(Pleiss, Luta)

Attention!! Pressing the NEXT hutton on this screen commits this transaction. Y ou will have no further opportunity
to modify this transaction if you continue.

t| | Clear |
Click on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.
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8. Notice of Electronic Filing
ECF opens anew M otions window displaying an ECF filing receipt.

Crimirual + Quiery + Reports # ilicies ¥ L Ol © '?

B00cy-00101 Selichy Stoops

[Metce of Electrome Fling

[The Eollewing wansaction wes receised Gom Bobby Dormell cn 272002 at 8:22 Fhi C5T

Case Wame: Solchw. Stoops
Case MNumber: E00-cw-00101
Domament Mumbers 2

Dacket Text:
[Third WICTIOH for Prelisunary Injunchon be ceate and desst by Ateoney Bobby Dormel oo behal of Flanhf Frank Selich (Fleiss, Luta)

[The Eolleannp document(s) ate associated anth thiz ransacton:

Miocumant description: Man Dacoment

Chrigmal filemame: M D WS DheslotopC ol pdf

[Electyomic decumnent Stamp:

[STANME deectStaep TN=1002743010 [Dae=27r2002] [Fllfunker=36249-0] |
SrabcalSie Tdeceb P29LERGC Belos Satted 1R 27 2B 3 2me 1 204010128011 624124
okFacaT IE07E06426c2ad 14460852489 1a6 9535 12 1494 SetbakaE06454]]

E:DD—W—IIIIM Notice will be electronically mailed to:
00 e 00101 Natice will not e eloctronically mailed to:

[Bak:bar Drocmell

[COIELL, TG LAT FIEDD
[72 Beacon Shreen

[Easten, BLa 02108

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It dso displays the
date and time of your transaction and the number that was assigned to your documen.
Y ou should note this number on the document’s PDF file,

Select [Print] on the Netscape Toolbar to print the document receipt.

Sdlect [File] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to afile on the hard drive of your computer.

Note: TheNoticeof Electronic Filingrepresentsyour Certificate of Service. The Cout
strongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your persond files.

ECF will dectronicdly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report dso digplays the names and addresses of individuaswho will not
be dectronically notified of thefiling. Itisthefiler’s responshility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.
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E-Mail Notification of Documents That Were Filed

After apleading isdectronicaly filed, the ECF System sendsaNatice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mail addresses to the Court.
Individuas who receive dectronic natification of thefiling are permitted one "freelook” a the
document by clicking on the associated hyperlinked document number embedded in theNotice
of Electronic Filing. Thefiler is permitted one free look at the document and the Docket
Shest to verify that the pleading was properly docketed. The Court strongly urgesyou to copy
the Notice of Electronic Filingand pleading documentsto your hard-drivefor future access.
Subsequent retrieva of the case docket sheet and pleading from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.

Note: It is the responghility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho haveindicated they do not have E-mal
accounts.

Criminal Events Feature

Filing Documents for Criminal Cases
There are nine basic gepsinvolved in filing acrimind document:

1) Sdlect the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed,

3) Desgnate the defendant that the filing relatesto;

4) Verify that the case number and caption are correct.

5) Designate the party(s) filing the document;

6) Specify the PDF file name and location for the document to be filed.
7) Add attachments, if any, to the document being filed.

8) Modify docket text as necessary

9) Submit the pleading to ECF

10) Receive natification of eectronic filing
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After successfully logging into ECF, follow these steps to file a pleading.

1. Select the type of document to file
Sdlect Criminal from the blue menu bar at the top of the ECF screen. The Crimina Event
window opens displaying dl of the events from which you may choose for your filing.  This
section of the User's Manua describes the process for filingaMotion in ECF. The
processis Smilar for filing other pleadings in ECF.

Click on Motions, under M otions and Related Filings

Criminal

Criminal Events

Charging Instruments and Pleas
Flea-Related Documents

Motions and Related Filings
Iotions

Other Filings
Wavers
Service of Process
Motices
Trial Documents
Appeal Documents to USCA
DOther Documents

The M otions screen gppears and displays amotion selection field with ascroll bar next to
it. Scroll through the menu until you find the type of motion or application you wish to file.

Criminal

Motions

.Sever :_:_1

Strike
substitute Attarne:

R
T

“Yacate
acate (L

Withdraw Docurment
Withdraw Plea of Guilty

ER

Mext | Clear l

For demonstration purposes, highlight Suppress and click on [Next].
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Note: To sdect more than one motion, press and hold down theCtrl key, and click oneach
of the desred multiple forms of rdlief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number fied. Enter the number of the case for
which you are filing amation and dick on [Next].

Criminal

Motions

Case Number

[pz-100 0012345, 1:99-cv-12345, 1-00 cv-12345, 9012345, or 1990w 2345

Mext | Clear I

Note: if the case number you are working on is 8:00cr101, you could enter the case
number in any of the following formats
02-100
02cr 100
8:02-cr-100
8-02-cr-100
8:02cr 100
If the number is entered incorrectly, click [Clear] to re-enter. If the computer prompts
that you entered an invalid case number, click on [Back] to re-enter.
When the case number is correct, click on [Next]

3. Designate the defendant(s) that the filing relates to.

Criminal

Motions
selact defendants

™ 8-02-cr-100-1 - Butch Cazsidy
M 8-02-cr-100-2 - Sundance Kid

¥ Al defendants
Mext I Clear |
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Click in the boxes to place a check next to each defendant’ s name that thisfiling relates to.
If it relates to al defendants in the case, check the box for “All Defendants’ and |leave the
other boxes unchecked. When finished selecting defendants click on [Next].

4. Verify the case number and caption are correct.

Criminal

Motions

Click next if case number and caption are correct.

S02-cr-00100 A v Cazsidy et al

et ! Clear !

Click _Next |

5. Designate the party(s) filing the document

Criminal

Motions
COURT USE ONLY: If the attorney name does not appear helow click m

CIVIL CASES ONLY: If the name of the filer does not appear helow clicl

Select the Party:

LIS laintiff]
Butch Cassidy (1) [Defendant]
sundance Kid (2) [Defendant]

Mext I Clear |

Highlight the name of the party or partiesfiling themotion. Click on the [Next] button.
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6. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
M otions screen depicted below. ECF displaysafield for locating and entering the PDF file of
the document (pleading) you arefiling in ECF.

Note: Itisimperativethat you atach an dectronic copy of the actud pleading when prompted
by the system. All documents thet you intend to file in ECF MUST resdein PDF
format. Otherwise, ECF will not accept the document and users will be unable to
retrieve and read your document from within ECF.

Criminal

Motions
8:02-cr-00100 USA v. Cassidy et al

Select the pdf document (for example: CA19%9cw501-21 pdf).

Filename

|| Browse... |

Attachments to Document: ™ No © Yes

Mext I Clear |

Click on the [Browse] button. ECF opens the following screen.

Losk ir: | = PDF Files =] ﬁl

File name: l Open I
Filez of wpe: |HT|'-.-1L Files j Cancel |

-

Change the Files of type from:
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Files of type:  [HTML Files =l

to:

Filez of type:

Navigate to the appropriate directory and file name to sdect the PDF document you

wishtofile

Highlight the file to upload to ECF.

Note: Inordertoverify that you have selected the correct document, right mouseclick on
the highlighted file name to open a quick menu and left mouse click on [open].
Adobe Acrobat or Acrobat Reader will launch and open the PDF document that
you sdlected. Y ou should view it to verify that it is the correct document.

File Upload

Look in: | ‘=3 PDF files -
[ cassidy-motio Select
Pririt

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button in the lower right corner of the File Upload window. ECF closestheFile
Upload screen and inserts the PDF file name and location in the M otions screen.

Criminal Query

Motions
&:02-cr-00100 USA v, Cassidy et al

Select the pdf document (for example: CA9%:w501-21 pdf).

Filename
IC:‘-.I-Igr Docuwnent2y FDF filesh\cassidy-m Browse... |

Attachments to Document: & No O Yes

IMext | Clear |
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If there are no attachments to the motion, click on[Next]. A new M otions window
opens. Go to Section 6, “ M odifying Docket Text,” to proceed with your filing.

If you have Attachments to your motion, you will sdect [Y es] on the screen depicted
above. Click on[Next] and proceed to thefirst step in Section 5, Adding Attachments
to Documents Being Filed”.
In the event you selected and highlighted afile that isnot in PDF format, ECF will display the
following error message after you click on the [Next] button.

Cinil . CQuery . Reports . Ltilities

ECF will not permit you to sdect afile for your pleading that is not in PDF format.

Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failureto Sdect A Document to File

If you fail to select a document to file with your pleading, ECF will display the error message
depicted below.

ecl-train_ned.uscourts.gov - [JavaScript Application] [Ef

& Mate: Yiou have not zelected a document,

If you dlick [OK] from the screen depicted above ECF will return you to the M otions
screen. 'Y ou cannot proceed without attaching a PDF document.

7. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous step, a
new Motions screen appears.
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Criminal + CJuery * REports + unilithes * Logouk

Motions
2:00-cw-00101 Salich v Seaapa

Select one or more attachments.
1 Eater the plf document that contams attachment (far sample. 2 \appendoe pdf)
Filename

| Browse...

21 At gerx epdion, 2elect a docienent type anediof enter a description
Type Deseription

I =|

3] Add the Blenarne to the Lat b-:{{ below. I yau have made atachrests, go back ta Step 1. Whet the list of ilenatnes iz corplete, clicke s the Mest bottan

- Add o List |
" Remava from Lisk |
Mexd |

Click on [Browsg] to search for the document file name of the attachment.

Next to the fidld for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed sdection.

To describe the attachment more fully, click in the Description box and type aclear and
concise description of the attachment.

Click on[Add to Lid].

ECF adds the sdlected document as an attachment to the pleading. A new Motions screen
opensto display the file name of the newly attached document.

I Belect one s more abtas besents.
1) Enter the pdf docmmert that comtans attachmest for evample: Clappendie pdf)
Ei

|"T' THy Fopwentsireclassily guidelin

271 fut your opbion, select 2 document type andfor enter 2 description
Tpe Descriptian
| I T

30 2udd the Hename oo the List b be low. T weu hewe more atachaens, go back o Seep 1 When the bt of Blenames is complete, ook on the Hex bunen
#dd ta List
Remirea Troem Lest
| —Pemumfunle |

Gy Docurentshesslassaly_gudeira_w_summong pil 2

|t |
Repeat the sequence for each additiona attachment.
After adding al of the desired PDF documents as attachments, click on [Next].

When attachments and exhibits are in paper format

Attachments and exhibits that cannot be crested and filed eectronically and when scanned
are greater than 2MB in Sze, can be submitted in paper format. Present the entire pleading
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with attachments to the clerk’s office for handling.

Note: For moderate length paper attachments, consder dividing them into two or more
smdler atachments, scanning, and filing them ectronicaly.

8. Modify docket text

Criminal . Query . Reports . Utilities

Motions
B02-cr-00100 TTZA v Casady et al

Docket Text: Modify as Appropriate.

OTION to Suppress l by Attorney Luta K. FPleiss as to defendant(s) Butch
id . (Pleiss, Luta)

Cassidy , Sundanc

Mesxt | Clear I

Click on the button shown here to open amodifier drop-down list. Sdect amodifier if
appropriate.

Criminal Query Reports Utilities

Motions
B:02-cr-00100 TTEA v Cassidy et al

Docket Text: Modify as Appropriate.

I I MOTION to Suppress I by Attorney Luta K. Pleiss as to defendantis) Butch
ice Kid . (Pleiss, Luta)

Criminal Query Reports Utilities

Motions
B:02-cr-00100 USA v. Cassidy et al

Docket Text: Modify as Appropriate.

IAmended 'l MOTIOI to Suppress IEVidEHCE retrieved from D hy Attorney Luta K. Pleiss as to defendant(s) Butch
Cagsidy , Sundance Kid . (Fleiss, Luta)

Mext | Clear |

9. Submit the pleading.

Click on the [Next] button. A new M otions window appearswith the completetext for
the docket report.
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Review the docket text and correct any errors. If you need to modify dataon aprevious

-

screen, click the & Back putton on the Netscape toolbar to find the screen you wish to
alt

a.
z - Criminal Q Quer L EIJDI'S i utilities

Motions
B02-cr-00100 T3A v. Cassidy et al

Docket Text: Final Text
Amended MOTION to Suppress Evidence retrieved from Defendant's car by Attorney Luta K. Pleiss as to defendant(s) Butch

Cassidy, Sundance Kid. (Pleiss, Luta)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity to modify this

transaction if you continue.

Click on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commitsthistransaction. You will have no
further opportunity to modify thistransaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens by:
clicking on any hyperlink on the Blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just sdlected.

clicking on the Web Browser [Back] button until you return to the desired screen.
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10. Notice of Electronic Filing
ECF opens anew M otions window displaying an ECF filing receipt.

Crimirual + Quiery + Reports # ilicies ¥ L Ol © '?

B00cy-00101 Selichy Stoops

[Metce of Electrome Fling

[The Eollewing wansaction wes receised Gom Bobby Dormell cn 272002 at 8:22 Fhi C5T

Case Wame: Solchw. Stoops
Case MNumber: E00-cw-00101
Domament Mumbers 2

Dacket Text:
[Third WICTIOH for Prelisunary Injunchon be ceate and desst by Ateoney Bobby Dormel oo behal of Flanhf Frank Selich (Fleiss, Luta)

[The Eolleannp document(s) ate associated anth thiz ransacton:

Miocumant description: Man Dacoment

Chrigmal filemame: M D WS DheslotopC ol pdf

[Electyomic decumnent Stamp:

[STANME deectStaep TN=1002743010 [Dae=27r2002] [Fllfunker=36249-0] |
SrabcalSie Tdeceb P29LERGC Belos Satted 1R 27 2B 3 2me 1 204010128011 624124
okFacaT IE07E06426c2ad 14460852489 1a6 9535 12 1494 SetbakaE06454]]

E:DD—W—IIIIM Notice will be electronically mailed to:
00 e 00101 Natice will not e eloctronically mailed to:

[Bak:bar Drocmell

[COIELL, TG LAT FIEDD
[72 Beacon Shreen

[Easten, BLa 02108

The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an officid court document. It dso displaysthe
date and time of your transaction and the number that was assigned to your documen.
Y ou should note this number on the document’s PDF file,

Select [Print] on the Netscape Toolbar to print the document receipt.

Sdect [File] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to afile on the hard drive of your computer.

Note: TheNoticeof Electronic Filingrepresentsyour Certificate of Service. The Court
grongly urges you to copy it to afile on your computer hard-drive, print it, and retain a
hard copy in your persond files.

ECF will dectronicdly tranamit the Notice of Electronic Filing to the attorneys
and parties to the case who have supplied their E-mail addressesto the Court. The
ECF filing report aso displays the names and addresses of individuas who will not
be dectronically notified of thefiling. Itisthefiler’s responshility to serve hard
copies of the pleading and the Notice of Electronic Filing to attorneys and parties
who are not set up for eectronic notification.
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E-Mail Notification of Documents That Were Filed

After apleading isdectronicaly filed, the ECF System sendsaNatice of Electronic Filing to
the designated attorneys and parties who have supplied their E-mall addresses to the Court.
Only attorneysof record in the case are ableto view pleadingsin Criminal casesvia
theinternet. Attorneysin multi-defendant casescan only view, viatheinter net, those
filingswhich relate directly to the party they represent. All other pleadings may be
viewed at the courthouse. Individuds who recaive dectronic natification of the filing are
permitted one"freelook” a the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. Thefiler ispermitted onefreelook at
the document. The Court strongly urges you to copy the Notice of Electronic Filing and
pleading documents to your hard-drive for future access. Subsequent retrieval of the case
docket sheet and pleading from CM/ECF must be made through your PACER account and is
subject to regular PACER fees.

Note: It is the responghbility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se partieswho have indicated they do not have E-mal
accounts.

Add/Create a New Party

In rare cases you may need to add a party to the ECF system. |f the party you represent is not
listed in the “ Select a Party” screen, click on Add/Create New Party. The screen depicted
below will gppear.

ZECF =~ -

Search for a party

Last/Business name |

Search I Clearl

You must first perform a search to seeif your party is dready entered on the ECF system. Type
the first few letters of the party’ s last name for an individud, or the first few letters of the
company name. Click [Search].

If amatch isfound, ECF will display alist of party names. If the name of the party you
represent appearsin the ligt, click on it and then click [Select name from list]. Review the
party information and sdlect the party’ srolein thisfiling. Click [Submit].

If amatch is not found, or your party does not appear intheligt, click [Create new party].
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ECF displays the following screen.

Criminal
Party Information 2/3/2002
Last name [3mith First name |
Middle name | Generation |  Title |
SSN [z TaxID |
Role [Defendant (dft pty) ~| Prose [ =]
Office | Address 1 |
Address2 | Address 3 |
City | State |  Zip |
County | =] Country |
Phone | Fax |
E-mail |
Party text |
Start date  [z/9/200z
Submit | cancel | Clear |

For a company, enter the entire company namein the Last Name field. Choosethe
appropriate Role from the drop down ligt. Click [Submit].

For anindividud, fill out the Last Name, First Name, Middle Name, Generation and
Title fields as gppropriate. Choose the appropriate Role from the drop down list. Click
[Submit].

Leave dl other fidds blank.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documentsin the
ca=. When filing these and certain other types of documents you will be presented with the
following screen.

Other Documents

" Refer to existing event(s)?

Mext I Clear I

An*“event” in CM/ECF is anything thet has been filed in acase. To link the document you are
currently filing to a previoudy filed document, check the box in front of “Refer to existing
event(s)?” and click [Next].

Other Documents

Select the categary to whick your event relates.

Type <]
adr
answer

appeal
appeal-cr
charge-cr

cja

cmp
detention-cr
discoy >

Filed | to |

Documents l to I

Mext I Clear I

This screen requires that you filter the list of documentsin the case by the type of document that
you want to link to. Thetype list appearsin aphabetical order. Document typesin thislist are
the same as the types liged in the main filing menu. For example, to link to a Brief, you would
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choose the type “Oth_Doc” because Brief appearsin the “ Other Documents’ section of the
main menu. Y ou must choose atype on this screen. Y ou aso have the option of entering filed
dates or document numbersif you would like to further narrow your search.

Once you select the type of document and click [Next] you are presented with alist of
documents that match your search criteria For this example we have selected Motion asthe

type.

Criminal Query

Other Documents

Select the appropriate event{s) to whick your event relates.

W 0501/2002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty,

[T 05012002 3 MOTION for Extension of Tine by Attorney guestaty on behalf of Defendant Boh
Stoops (guestaty,

Mext l Cleat |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Regigtered participants should usethisfeature to query the Electronic Case Filing (ECF) system for specific
case information. To enter the Query mode, click on Query from the Blue menu bar of ECF.

EECF Civil »+  Criminal - + Utilities + Logout

ECF opens the PACER L ogin screen. 'Y ou must enter your PACER login and password before ECF
permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. 'Y ou must
have a PACER account in order to retrieve, view, and print certain documents. Beginning July
2002, you will be charged afee of $.07 per page to access documents, docket sheets, etc. from
ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it intheCase Number fidd
and dick onthe[ Run Query] button. ECF opensthe query screen depicted in Figure B on the next page.

EE F Civil »+ Criminal + Query + Reports + Utilities +« Logout ?

Query

Search Clues

Case Mumber |DD—1D1 (Examples: 99-600, 1:99cva00) Def Murmhber l_

or search by

Filed Date | to |
Last Entry Date I tnl
: 0 (zero) A
Mature of Suit 110 {Insurance)
120 (Cantract Marine) hd

or search by

Last Mame I (Examples: Desoto, Des™)

First Mame I Middle Mame
Type ] ";

Fun Cluery I Clearl

Y ou may query the ECF database by the name of aparty or an attorney to the case. Enter thelast name of
the party in the ppropriatefield. If more than one person with that nameisin the database, ECF returnsa
screen from which to sdect the correct name (Figure A). If you click on the name of the party, ECF will
open the query screen depicted in Figure B. If the individud is a party to more than one case, ECF will
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openascreenlisting al of the party’ s cases. Click on the case number hyperlink and ECF opensthe query
screen depicted in Figure B.

Figure A

Liilities . Logout

Select A Person

There were 2 matching persons.

Jaclkeeon, Dawsd A {aty)

Jackson, Thomas Charles (aty)

After querying the database by case number, name, or nature of suit, ECF opensthe Query
window for the specific case you sdected. See Figure B.

Y ou may dso query acase by the nature of suit. 'You must enter arange for ether the filed
date or the last entry date in order for the query to run. To search for dl cases of acertan
type, use the date 1/1/1970 as the "beginning of time." When you run the query, if thereis
more than one case that meet those criteria, you will get a screen smilar to the onein Figure
A, but liging multiple case numbers.

FigureB

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Rabertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents
Party
Related Transactions
Status

At thetop of thewindow, ECF displaysthe case number, partiesto the case, presiding Judge, date that the
initia clam wasfiled, and date of last filing for the case. 'Y ou may choose specific case information from a
large ligt of query options by clicking on the gppropriate hyperlinked name on the screen. The following
paragraphs describe severa of the available case-pecific query options.
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Attorney
Displays the names, addresses, and telephone numbers of the attorneys who represent each of
the partiesto the case.

Case Summary
Provides a summary of current case-specific information as represented below.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001
Cae Summary
Office: Mobile, AL Filed: 07/02/2001
Jury Demand: Both Demand:
Nature of Suit: 442 Jurisdiction: Federal Question
Cause: 28:1983 Civil Rights Disposition:
County: Terminated:
Origin: 1 Reopened:
Lead Case: None
Related Case(s): None
Flags: JURY, TYPEH
Party 1: ~WAYNEHARRELL (pla)
Party 22 DISRTICT OF COLUMBIA (OFT)
Atty: Ruth Ann Lowery Represents Party 1: pla Phone: (202) 789-6064
Fax:  (202) 789-6190
E-mail: rlowery@bdlaw.com
Atty: David A. Jackson Represents Party 2: dt Phone: (202) 724-6618

Deadlines/Hearings

Produces a screen that alows you to query the database by various means to obtain hearing and
other schedule deadlines. If you query asillustrated below, ECF opensthe Deadline/Hearings
screen depicted on the next page.

Deadlines/Hearings
Sort by IDUE.-"SET | |Document Number
Deadline/Heaarng
l Filed

Run Query I Clear |

Satisfied

H
H

Termminated

After thewindow opens, if you dick on adocument number, ECF will digplay the actud Scheduling
CM/ECF User’'s Manual (March 2003) 42 Southern District of Alabama




Order for the conference or hearing.

1-01-01463-JR HARRELL v. DISTRICT OF COLTUMBLA
James Eobertson, presiding
Date filed: 07/02/2001 Date of last filing: 03/20/2001
Deadlines/Hearings
Dae. Deadline/Hearing Dvent Due/Set Satisfied |Terminated
No. Filed
7 @ Tury Trial 02/20/2001 070872002
at 09:30 AN
iz @ Final Pretrial Conference [03/20/2001 |06/27/2002
| at 04:30 PI
7 @ Status Conference 02202001 |01/0872002
at 04:30 1A
@ Meet & Confer Hearing 07/31/2001 |08/08/2001 02/08/2001
at 02:00 1
1 @ Answer due from DT (07/02/2001 |07/23/2001  |0/0&/2001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the docket
information and related docketing entries for the hearing that you selected.

Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Docket Sheet

Case number !99—7"00

* Filed

" Entered l o I

Documents I to |

¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first

[

Run Report | Clear |

Criminal

Y ou may select adate rangefor your docketing report aswell asarange of docketing numbers. If
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you leave the range fields blank, ECF will default to print the entire docketing report. Place a
checkmark in the box to Include links to Notice of Electronic Filing if you wish to view them
from the docket sheet. After you have selected the parametersfor your report, click onthe[Run

Report] button. ECF will run your custom docketing report and display it in a window as
depicted.

The document numbersin the middle column of Figure 23B are hyperlinksto PDF files of the actud
documents. Placeyour pointer on the button next to the document number and click to display the
Electronic Notification Report for the document.

History/Documents

After you click on the Histor y/Documents hyperlink, ECF opens the screen depicted in Figure
24.Y ou may sdlert the sort order for the query report and chooseto exhibit al eventsor only those

Thissdection qier‘i esthe database for case event history and documents associated with the case.

with documents attached. ECF dso offers you the option to digplay the docket text in the report.
Figure 24

Utilities

Query Reports

Most recent date first ;I
|Oldest date first

After making your sdections, click onthe [Run Query] button. ECF queries the database and
buildsyour report. Figure 24A depictsaportion of aHistory/Documents report. Thisparticular
report listsall of the events and documents associated with the case in reverse chronological order.
It also displays the docketing text for al docketed events.
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Figure 24A

1-80-01465-JR HAREELL + TISTRICT OF COLTTMBIA =
Tumes Beberttan, prasding
Drate Fibed: 01022001 Date of last Aling: 0820 5001
History
TDhoe. i Private Type Dok et
Tiater Daa Even Sobiype Part T
& | Jilad: EE2200 1 | Meet and Cotfer Statement Filel £
! L r20r2m ] Filatile
AND COMEEF, FTATEMENT. (Lawery, Futh)
Filed- 0200200 1 | Zchedimg Crder order Kl
tamad L2002 ] ) ] - ] scha
Darkat Tzt - SCHEDTLIMG EF: Fral pratrsl conkerence set For 6202002 at 430 PN, pry tnial sat bar TEQ002 2t 530 AM; stabas conberence zet ||

for 2002 at 430 PM Signed by Jasnes Bobertace: oty Augaeat 20, 2001, [WIT, )

T |Filed:- e 200200 178 Deadlines order T
Srterad; DE/2072001] sebddl

Dokt Tead - SCHEDOLIMG ORTER: Foal peetral co e set Foo BENV2002 = 4 30 FM, pry tnal ==t for FRAO = 530 AN stahis conference set
Far 12002 at 4 30 PM. Signed by Fudge Tames Bobertson oo

- il LA | Meet and Cocker Heamg hearmg 12
Bitornd: Ll AR 1 mehrg
Lo ke Twad: Winute Eobry: bleet and Confer Heaong beld oo SE372001 befare [udgs s Babertzeo o chambece. (Mot reparind) {mip, |
== Fllwds 3 12T | Cakendar Entry utikiy 17
\Byternf! 03 14201 cakaitry
Deekar Teat: Caleodar Entry, SevBeset Heannge: Ieet and Confer He anng set fer BB007 02:00 PA Brfgge Tudge Tames Bobertzon o chambers. (b, )
- |Fibads O3 172001 | SatiBeget Hearmgs ity |'IE |

Y ou may view a PDF file of actud documents by clicking on the document number in the far-left
column of the onscreen report.

Other Queries

The process for selecting and running other queriesin theQuery fegture of ECF issimilar to what
has been described above.

Reports Feature

The Reports feature of ECF provides the user with severa report options.  After sdecting the Reports
feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.

Figure 25

Cases Filed

Docket Sheet

If you select Cases Filed or Docket Sheet from the screen depicted in Figure 25, ECF will ask you to
login to PACER. You may view Court Caendar Events for a case without logging into PACER.

Docket Sheet
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Click on the Docket Sheet hyperlink in Figure 25 and ECF opens the PACER login screen.

Enter your PACER login and password. Click on the[Login] button and ECF will open the
Docket Sheet report query window depicted bel ow.

Criminal

Docket Sheet

Case numher !99—7'30

" Entered L

Documents | to !

¥ Inchude terminated parties

™ Inchude links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Oldest date first _v_j

Fun Report I Clear |

Thisis the same query window that ECF displayed when you selected Docket Report fromthe
Query feature (Page 29). Enter the case number for your docket sheet intheCase Number fidd.
Sdlect parametersfor the remainder of the dataentry fieldsand click onthe[Run Report] button.
ECF will display afull docket sheet for the case you sdlected. See the Query festure section of
thismanua for adepiction of apartial docket sheet report. 1f you do not need a complete docket

sheet, you can narrow the query using the date filed/entered fields. ECF dso offersvarious sorting
options from the Docket Sheet query screen.
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Civil Cases Report

TheCivil Casesreport providesyou with theflexibility to query the ECF databaseto locate cases
eectronicdly filed within a specific date range, or by Nature of Suit and Cause Code. When you
click on the Civil Cases hyperlink, ECF displays a query screen as depicted here.

Civil Gases Report
Office J Case type _ ] Tiaure [ - | Ca:c J Camse ;,I
4 Lincoin of st [0 (20100 — flags [Z2BMOTICH 0 (o Cauza code siiea)
7 Hoth Pl =] rmsmmm-us = 110 [nmurancs] =1 ACF QIR 00431 M 2431 Fed. Ebection. )
Fibed [p/z3jzc0: o ||.|'1.-i:|‘-'z':|u_
5 I CavEs
Tannbnal digitis) | LT EI'::N i
Serthy |Casa bombar =] | =l =
Fun Rapart | Clear

Note: If you are not logged into PACER, ECF will disolay the PACER login screen. Login
to PACER and ECF will open the Civil Cases Report screen.

Enter the range of casefiling dates for your report and sdlect a Nature of Suit or Cause Code, if
you wish to narrow your search. If you leavedl fieldsblank, ECF will display areport for al cases
opened in ECF. This picture depicts part of areport of al casesfiled in ECF at the U.S. Didtrict
Court from 9/23/2002 to 10/23/2002.
Civil Cases Report
Version 1 - 1.5, District Ceurt of Nebruskn

Filed Report Period: (49252002 - 100252002

Date Filed'
Case Mumbern' Trage Clowed'  Days
Feagened’ Muotes
Thike Addod Ratbeiod Pondisg
02 e EEST Pl 1902 5000 31 Causer 21343 Violation of Ol Rights
nderson ot ol v. Gale MO Coal Bights Veting
wfewr d Lincoln

Preader- Richard G Eopf
Frdrrrats Darad L. Fiester
chury depreds Flone

A0 ce-0FRE Fald - 2 32002 31 Causrs 282254 Pathion for Wit of Habe as Compus [Srate)
Lugan v. Eenney IS Habames Corpos (Caneral]
w4 Lincok

Progdre: 1de E. Shom
Rfrrads Fathleen A Jondrenss
whury dassremals Blone

Tasr Flags: HABEAS

02 e (35S Fligals 0902 520000 i1 Do 267401 [RE: Tax Liabiliy
A v Wollay MO Tames
SiAze: 4 Lincoln

FPradder: Richard G Eopf
Frdrrrms Dannd L. Fiester
wury e Flons

02 e (50 Fligal 090245000 30 Causer 42 20008 Tob Discrminot on (Euployment)
Meorm v Loeoin MO Cal Boightes: Oriber
few d Lincoln

Promder: Warmen K. Trbom
Frfrrradts Darad L. Frester
wfury dowmsrals Flagondf

The far-left column of the Cases Filed report contains hyperlinked case numbers. I you click
on aparticular case number, ECF opens the Docket Sheet report window from which you can
retrieve the docket sheet for the selected case. Follow the ingtructions in the previous section
for a Docket Sheet report.
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Utilities Feature
The Utilities feature provides the meansfor registered users to maintain their account in ECF and to view

al of their ECF transactions.

Criminal

Ttilities

Your Account
Mamtain ¥ our Account
Yiew Your Transaction Log

Edit Data

Miscellaneous
Lezal Eesearch ..

Ilailings

Wertfy a Document
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Your Account

This section of the Utilitiesfeature provides you the capability to maintain certain aspects of your
ECF account with the Court and to view alog of dl your transactions within ECF.

Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User Account

information screen.

Maintain User Account

Last name !we g

Middle name !

Title |

First name I

Generation I

Type crt

Office |Vill E. Short

Address 1 ITechical Writer

Address 2 |

Address 3 IRoom 2301

City |

Country I

Phone |[(z02) 354-3297
Bar Id
Initials DOB

Email information. .. |

Moare user information. . |

State [ | Zip |
County I vi

Faxl

Bar status
AQ code End date

Subrnit | Clear I

This screen diplays dl of the regigtration information thet is contained within the ECF
database for your account with the Court. ThisincludesBar Identification and Bar status.
YOU WILL BE RESPONSIBLE FOR CHANGING YOUR PHYSICAL

ADDRESSWHEN NECESSARY.
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Clicking on the [E-mail information] button opens the following screen.

E-mail information for wes

PI'iIl’laI'}’ e-mail address willism short@ded.uscourts.gov =
JEE| 2

Send the notices specified helow
¥ to my primary e-mail address

[T to these additional addresses +
K ;|_I

¥ Send notices in cases in which I am involved

[~ Send notices in these additional cases .l

H

& Send a notice for each filing
" Send a Daily Summary Report

. & html format for Netscape or ISP e-mail service
Format notices

© text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen I Clear |

ECF will E-mall to partiestheir Notices of Electr onic Filing based upontheinformation
entered in thisscreen. Perform the following stepsto enter additiona e-mail addressesfor
individuds that you wish ECF to notify regarding new case pleadings and documents.

From the screen depicted in Figure 31A, enter acheck mark by clicking onthe box to
the left of the line, which reads “to these additional addresses’.

Enter the emall addresses of those individuas you wish to notify concerning ECF
activity. Thisdataentry field hasacapacity of 250 charactersfor gpproximately ten E-
mail addresses.

NE-maticfarmnation far wes
Primary a-mall addrocs by || ey sboctBded uacoacta g Jﬂ
i

Farnad the vaticas specified bl
oy primeery e-mail sddress

aky Rl a0 rai A el oTe 2|
'.*E cehus ket . oy

F el motie e dn esses b which T am irvelved

I Send metices in these addidmal coses i
H

# Berd amotire for eadh Bing
© Bend a Daily Smrmary Repars

< @ Towmink fow Meticage: of 5P o-misdl ssrvicn

™ tocct Burmat for oM, GroapWise, sther o.mall sonvire

= o these edfitional adfeiser

Fiedin o Account soeen | l];u'
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Stipulate theformat of the ECF notices by selecting your choice from the bottom of the
screen.

If you wish to enter completely new information about your account, use the[Clear]
button to clear the fields on this screen.

After updating your account information, click onthe[Return to Account screen] button
to return to your Maintain User Account screen (Figure 30).

Toedit or view login information about your account, select the button labeled M or euser
information, from theM aintain User Account screen. ECF opensthe screen depicted

in Figure 32.
Figure 32
Nore User Information for wes
Login |sh.:: o Lastlogin 02-31-2001 11.03
Password [rroesarsans Current login  09-04-2007 11:03
Prd 2231 Create date O2/0272001
Registered |v -I Update date 08/16/2001
Groups  CQuabey Control
Return to Account screen ] Clear |

This screen displays user login information and provides the means to change your ECF
password. Noticethat ECF displaysadring of asterisksinthePasswor d fidd. Tochange
your ECF password, place your cursor in the Password field and delete the asterisks.
Typeinyour new password. ECF displaysthe actud charactersof your new password as
youtype. Whenyou have completed your interface with ECF from this screen, click onthe
[Return to Account screen] button to reopen the Maintain User Account screen.
Whenyou are sttisfied that al of your account information isaccurate and up-to-date, dick
on the [Submit] button at the bottom of the Maintain User Account screen to submit
your changesto ECF. ECF will notify you onscreen that your updates were accepted. |f
you changed passwords, you may begin using the new password during your next ECF
SESI0N.

View Your Transaction Log

From theUtilities screen, click onthe[View your Transaction L og] button. ECF opens
a screen with two fidds for entering the Date Sdlection Criteria for a Transaction Log
Report. Enter the date range for your report and click on the [Submit] button. ECF
displays areport of dl your transactions in ECF within the date range you specified for
Date Sdection Criteria. See Figure 33 for a sample transaction log report.
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Figure 33

Id Drate

3212 DEEO0] 154554

3326 OEEAO01 174402
330 0RELEO0 120151

3ER1 OBZ2001 1240513

3335 0ETN2001 142552

JEE6 DEENI000 143043

3337 omEna2an] 154955

JERE ORE2000 161842

3335 0EE22001 10:1%:15

3431 0ET2001 142126
3451 0ETEI000 142727

Case Momber

014011

074017
114011

074011

014011

]-4011

07-4011

114011

014011

Tolal Eumker of Transsctioms: 11

Transartion Lag
Heport Period: CB162001 - 09042001
Teoxt
TFurst MOTICH foor Penmenent Inunction by ARLENE ACFERMAYN Fesponses due by 242001, Replies due by
LA [Adachrent= # (1] Extduit T est Diocument)[wes, |

First IO TIOH for Brelenimary Inpeection by ARLENE ACHEBMAM. Bespotses due by 3502001 Beplies due by
BN [wes, )

FESFOMEE m Oppostion re [2] fled by DEMITRIA BICE. (wes, |
CRDER. ey e ardy grastmnge ohen For Preloomary Injonchien [2] . Metion ceferred fo Bealdl . Sgmed by Judm
gulivan cewwett g oo DRER0L. (wes, )

FESFOMEE to Megon re [2] Prefwdvan- fpuection fled by DEMITEIA BICE. (Atachments: # (1) Betahat Extubns
are bemg beld m the Clere's alfice n paper format¥aes, )

FEEFCMEE to Motan re [1] Permarent giurtion led by ARLFHE ACFEREMAN. (Arackenents: # 1] Exhibit
axbabdy are beae held 2 the Clerd's cffice o papet)iwas, |

Fecand MOTICH for Prelimmnary Inpanchon Sy plamil for defrvdent &r oo and domar 2 aosgummis of
pixingff i cafereria dygy by ARLENE ACEEEMAN Eemponses due by 83 13007 Beples doe b 253772007

(vems,

JOOTIOH for Preleomerny Ipanctcs fo caoee awd deast o seaigusg plalnflly e work e egfatera somiior by
TEMITELL FICE Eesoonees due by 2312001, Beples doe by 3312001, (wes, )

Hecand MOTIOH for Prelommary npncticn Sz comse avd desist U asspamont of plaa i 10 cafeteris mosiar by
TETITELA EICE Ersponses due by $10ENT Beples dus by 201475007 ivwess, )

Tpdated pereon recerd: wes Pad 2231

Tpdated neer recorc shedw 2231

Use this feature of ECF to review your transactions and to verify thet:
al of the transactions you entered are reflected in the Transaction Log

no unauthorized individuals have entered transactions into ECF using your login
name and password.
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Miscellaneous
ECF provides three Miscellaneous functions within the Utilities festure of the system.

Lega Research

Malings

Verify a Document
When you dick on the L egal Resear ch hyperlink from the M iscellaneous screen, ECF
opens a new screen that contains hyperlinksto a Law Dictionary, a Medica Dictionary, and
Westlaw viathe Internet. Sdlect the Verify a Document hyperlink to open a query screen and
enter datain the screen fidds to locate a particular document attached to a specific case
number. Thereisaso aMailings hyperlink that opens a new screen for making or requesting
mailings from ECF.

Logout

After you have completed dl of your transactions for a particular sesson in ECF, you should exit from
the system.

%ECF = o
U Civil . » Query +» Reports «  Utiities » ?

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the syslem and
return you to the ECF login screen as depicted in Figure 4 of this manudl.

Additional Information Regarding ECF

Sealed Documents

Continueto file seded documentsat the District Court Clerk’ sofficein accordance with theexisting
practices and procedures for conventiond filing.
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